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Outline for a 2-Hour Appreciation Session 


+>: Prepared for those who have participated. 


"dn the.10-hour course. 


The appreciation session of JRT is a 
complete description. and discussicn of how to. 
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| 
qe 
“keep good working relations with. people,. cand: pe 
how to improve the handling Woes _problems asin 
“they arise. Those who take pert in this, ©. 
training should have a élear. idea. ot now Baath a ae 
“improve job ‘relations. | Those who have pers .. 
ticipated in the 10-hour course heve had an 
additional chanee to practice and use the. ... 
“method on- situations of their. OWDe The get Labe «  ilat ae 
institute: provides training in, /how. to. conduct : en 
‘a 10-hour coursé. This summary Ass fer, the. 
use of those who have had only the 10-hour 
course, but who wish BAS explain the. procedure : 


ec he ‘Introduction.--whet job relations is, 
Pee ot ee aan Ye. Ane application to. 


are ‘Foundetions of Good Relations,--How « a. 
| . supervisor gets- results through people - 
the founcations for good relations -.. 


Tie anton eabive Book the importance of the individual. wenerethe 
III. How To Handle a Problem.--Presentation 
of 4 specifi¢ case to. bring out the ; 
; | four steps. ‘to follow, 
IV. Use of work sheet in analyzing a situa- 
| _ tion and determining the action to take. 
= V.° Summary.--Application to work of group. ; 
Situations that impede desirable rela- 
| _ tionships, | Outline for presenting a 
: ) sob telations problem. Leichasiasad ‘ 
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The first step in correct instruction es to prepare the group. ae 
Establish a. friendly attitude,: tell: them what’ you are going to SO gi ie 
find out what FOC Ms ea! about. it, “and. eet. them interested in . learning 
more, “ ib ce Jah oe bibs ; pee Arar = i rates .$h “ , 


Rework all idéas sano seud ba clay CGE seid ih Moca ea 


tions. Try to: include the ‘following: Ar i See Me Ae a OP a eS 
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Job reletions training (IRE): How to. improve Job. relations - is a plan 1 
will help you get and keep good working relations with penne on a. 5 Job: 
will improve the- ‘ube to Uae aa a problem when he Heees eG . 
This is not my wehbe’ rt: wes: ‘developed by ‘Training Within: Tndustry, Di 
sion of the War’ Manpower Commission from the experience ‘oe: ‘successful — 
visors, The. Civil Service ‘Commission adapted. it for use in the Gov 
You may make’ iin’ further: PO eee evn Oca 
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good reletiony. with the. ‘people: ‘we work with. » “Eech ‘bra! ag: a oe } 
contribute. You know your jobs end. your workers. and heve had exp vat 
getting people to: work: together. “This experience” ts" your contributi 
am femiliar with « plan for discussing how to Rae these relation 
is my Yala tnebah eat a sr al teok 


chance to try itr out, and assist : you ‘in sae dee Se 
Every organization satioae nina te faced with ‘its ‘own ieee tel problems. 
have expanded greatly in recent years, Me a may, be contracting. 
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When increasing - “many people advanced ~ n new bs 
_ assignments - CADET ARON and preparation — 
limited, — : anne ree RR Nagel 2 “aan 


When reducing - many people squeezed. out ae 
uncervainyy - discrimination - - dissatisfaction. 
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Good equipment, improved working conditions, eae procedures, a. 


help. but these are not enough. You need loyalty and. SOSReRE EEE me s 
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4e anstelied a Seaabook of directions comes with it. When 
1 the ey handbooks don't come with them. But they are much 


wi ce hee own ee, I See ae | a0t going to NEL But a 
persons have developed skill in’ handling the problems that face i 
iis-skiil ” cen be improved. There is much to be learned from the. | tat 
of others. Let's see what we can find out about. this aslo 
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of ee blackboard in this discussion is “very important. An i seseen 
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ANT IE fies people as Ay fa 
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| How to handle a problem | ( ee 

. -Get the facts. } 7 ae ae 

) Greene weigh and decide. | AN in 
_SUPE REVISOR | Lie es MaKe. “aotd Ona oo). | INDIVIDUAL iy 
An ma al OM Check results. : esas zs 
‘relations — “fi 
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HOME ER ga atlantis ire ; yt Meine “His \ 

x Oe re rc Va peat? | 

ne Fan ea job. [\ Ris back-' 

ali tenance! sea Foundations , | . ground ; 
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ie et! each worker ah how he is s getting erates 

Ree ¢ Give. credit when due, 

’ ‘ai a ‘Tell a worker in advance about changes thet will et tech him. 
ais Make” best: use of.c¢ach person's cael 
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FUUNDATIONS OF GOOD RELATIONS 


What are the common titles for different types of responsibility in your agency? 


Write suggestions on board. Be 


ee ne te ee te een eet ee (eee tinne~ 


These people mey all be represented by the term "supervisor," 


fea ie _ Write, (supervisor) on lett of boerd and erase ‘titles. | ‘ hs a 


For the purpose of our discussion when we refer to a "supervisor" we mean Bei 
anybody ‘who géts work done through others. We are Saher waie of supervision as $e 
a function end not as a title. It may be supervision of e research hated | ah 
an Extension project, a group of agents, or some special essignment. . er 


We'til let this circle represent the job.. 


no ee nt re ee oe ee ne 


[ 2. Draw laree icirolie delow ‘the word “supervisor.” 
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Whet are some of the things for which your boss holds yeu responsible? - 
"3, Write down whatever is mentioned - 4 dividing the | 
circle into segments. 
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Wetli let this final gat aay Ree: all the other responsibilities. 
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i 4, Leave the final segnient blank at top of circle. att 


We won't try to describe the whole job. Instead let's see if there is anything 
in common about these responsibilities, Who gets cut production? on 


—— 


| 5, Do not spend too much time getting the answer, which is| 
cMpeoples tf vabiinales teed 


a me 
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Let's put some small circles in the production segment to represent people, 


| 6. Repeat similar questions for the other functions to x 
| bring out the answer, "people," and put circles in 
other segments to represent people, 
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| 7, Draw a line around the circles, 


In every kind of work responsibility there are people. When we look at any 
part of the job we find people. - 


Dm mn me a nt rm 


| 8. Erase section lines and write -, people - in the | 
inner circle, if . b 
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Evidently people are the hub. You.as a supervisor carry. outiyour responsi- 


bilities through people. 


pete: mee, ma ae ES ee we 


9) “Draw & a " double-headed Ohad people-- 
be | label it job _Telations. 
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Job relations are the every-day eovationa. batten bi “ane the Reale with 
whom you. work, 


: ee See ee ee Seed en ee te erry 
Saree ptember ret mr tit a eres ne ; 


Give examples of situations - expend them into brief. stories, % 


a inn em ct a em nn ne ne ete ae ee a ee rt 


a ee we a ec en meets ne ten 


Sometime s the. relations between you and ‘the: Peoaisi ane pond, seieta ne they 
are poor. Good relations are present when workers feel that the boss is fair 
and square, and when they feel important to their organization. * Poor rela- 
tions are present when friction and per wit exist and. ween there is a lack 
of interest in the work. 7's 
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LO. Write this statement at top of board over "supervisor. 
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| Review the section on the supervisor, etait 4 
PS hia. Rawle ee Wb pera in the circle, 


Are ays nea people alike? Let's pull out one of them and take: a closer 
look. 3 


1. Drew a dotted line from one ‘small circle to another — | 
big circle at right of board. | 
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We'll let this circle represent an sing hee toa 


Let's look at what makes up this Leta How does he earn a living? 


oe ee ee 
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| 2. Get answer (his job) and write on ‘lett half of. circle. 
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Now what else makes up this person? What are some of the things that make 
him different from another person? 
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3, Write in suggestions of group on right-hand half of 
| 
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circle. Be sure to bring out family, health, 
finances, hobbies, background, 


nea in te hanes ape en en ret ene Sennen einen cen 


See eee gee) ee a a enn ae a ae gfe rn em 


Fe doesn't leave part of himself at home when he comes to work. You need to 
know him as a separate person, because he is different. 
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Be Write at top of board above an Gudtatdaat or Tne 
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There are certain basic rules or methods. of dealing. with people, aeeet 


grievances from arising. They form the underlying spirit of good w 
tionships. 


BN ‘ : . ae prtie sk sas ” ; Art wary She ny pyre She Ge 


They are called (Foundations of f Good Relations.) — Let's look at er, a cas 
illustrate them by examples. Will you see if you can determine the Pp 
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Have e ‘story ready from your own experience Hes illustrate. tan pei 
four basic foundation principles. Tell the story and ask the group 
to identify the principle involved. Write it -on. the: board. under ae 
heading “Foundations for Good. HeLat QoS ef The principles are: . 
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oe best, use of each person's sbinity. 
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We have been talking about our - responsibilities aA how to get ‘work 
through people. | biti odes Ry : 


‘ . et TH 4 ¢ ) St 4 mai , 
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be have emphasized that npaople’ must. ‘be. treated as s individuals.” 
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We have ai scusséd some of the ‘basic prinesples ‘for working with pe 
These will help you in getting good job relstions, Pe they will not 
all ate uae ; 
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i applying the basic principles. But - first Lett: have 8. Little 2 ] 
going into the discussion of a ee problem, ey aie 
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promptly - the rest of the session ate on ine case thet ae 
Lak be presented ‘upon reconvening., Pe Pe SNe ae. RES pest Tyr 
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For our purpose any human relationship in which you have to take action is 
a problem, Let's take a look at how one Supervisor handled a prcblem, 
This is a case in Government work. It is typical of many other similar 
Situations. EL Se 


Tell the story well - change no ideas - use words natural | 
to a8 - read if s ReCeRBaRY - See out no Revels : 
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Joe Smith was an excellent worker while on the job and had been in the section 
abcut 2 years. ‘Some time ago he had fallen into the habit of taking annual 
leave Monday forenoons. The rush of work was so great that his absence got 
the section off to a bad start and made it a struggle to keep up with the 
work load. 


The supervisor spoke to him about it several times but Joe just said he was 
going to take all of his annual leave that way. The supervisor suggested that 
it would be better for the section if he would take his leave 1 week at a 
time. Joe merely added that he didn't like that idea and guessed he could 
continue as he had been doing. The supervisor got pretty sore about Joe's 
attitude, . 


Then one day during the middle of the week an order covering the taking of 
leave was issued by the administration and distributed to all employees. It 
prohibited the taking of annual leave on Saturday P. M. or Monday A. M, with- 
out prior approval. _ It went into effect immediately. 


The next Monday morning Joe again didn't show nh The work load was unusually 
heavy that morning and things got balled. up because: of his semeciee 


When Joe came in at. one o'clock, the supervisor was thoroughly disgusted and — 
yelled out at him, “Hey, Joe, we got along without you this morning, suppose 
you take the rest of the week off. That'll give you plenty of opportunity 

to think over the importance of staying on the job full time after this." 
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This supervisor had a problem, didn't he?: How well do you think he handled 
it? 


Take a few minutes for discussion, | 


naan 


‘neighbor forgot. .When Joe came:in that afternoon: he didn't know 


Just what was Joe's supervisor aiming to accomplish? 
err poe ‘eroby te uacaey thet aa ented TOs: at work woke 
ON esr Cidiscktone ats because he needed hime AN 
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But he sont him heme, : : 
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‘If group tends to agree with supervisor, rontad 
‘ them that. he wanted oor on: ube JOD. is: ay 
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Would you have taken this action? 
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Do not. discuss. at length. If. following! points 
do not come out, make. Makai ieee 
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He medec no attenpt ‘to find out why te atan't. come to. ‘work, that 
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Suppose we pened the neat of the Ea See: 
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Well, Joe left immediately. A couple of. lange ey the eee 
stopped Joe's supervisor and said he had heard he was. pretty 3 
Smith about his masa nna LRT ch absence. 


Joets father had been hurt. in an accident thet morning, ane Joe had 
him to the hospital. Joe had asked a neighbor to telephone the of 
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aupervi gc or hadn't heard about what had onan! ee DGS ; 
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Do these additional facts are more Light? akan me cen | 


But Joe's eee ei to come to work was for a Boa reason, ee 
ie fag PEN EROS eis ea ag 
He ‘thought his supervieor. ee, been monietad oy Aa Maat hh in 
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Gre ere stage aia from three angles. 


el toward big. supervisor? — \Discuss. | 
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Peeper} ERG eecvion Poo) abeut the way he treated Joe? 
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Get group. to say (wed he and decide) and write on board. be we 4 
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er deciding what would you do next? i a 
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oe group to “say (tke action) snd write on board, ik | 4a 
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a a. : good: idea to see how it came out. ea ake lindas Ute Rae 
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BEN ee At an ONE Se | OR api ar se zB T Pee ee 
In analyzing a problem it is' helpful to use a work sheet. 
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| Hand out work sheet or refer ‘to one in Extension Farm Labor Circular 27 6 
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Remember, we are just getting a pattern here to become familiar with the method, 
We are handling a case in slow motion... Ox the job we don't have time to write ~ 
anything downj but even then none of the four steps, should be slighted. 


Let's analyze the problem of tts ener on this forms 


Just what was the probiem Pacing this supervisor? ct 
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Get the group to. Say ma break in relationships between Joe and | 
his ee and eee and eee of .top of work sheet. | 
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| Have group put. the Ppa hounas on work sheet as. they are 2 developed | 
and as you anake Me on Se iti ec i 
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Step 1, Get the facts. 


1.’ Excellent worker. “ 

2. Teok annual leave Munday A. M, 

3. Section very busy. 

4, Absence held up work. 

De ourervisor tried to chanze his habit. 

6. New order issued and distributed to all workers. 

7. doe absent again. Permicese hip “7 
8. iWork balled up. Nae | 3 | 


Step 2, ieigh and decide. : 
Objectives: 


1. To keep Jce on the job full time. 

2e To maintain production, 

3. TO-carry out policies, - 

4. To maintain morale, 
Possible actions: 

1.) Ley off balance’ of week. 
Final decision: 


le Lay off balance of week. 
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SUMMARY Gea ale ke ee a 
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other principles or the omission of certain steps in handling a problem. In 
the 10-hour course more cases would be presented and you would be given an f 
opportunity to-bring in and discuss a problem of your own. . '. “t 


A number of cases cculd be used to bring cut and emphasize the importance of f 


What we have covered in this 2-hour, period gives you a bétter appreciation i 
of whet is involved in getting and keeping good working relations with peopié. 
I hope you will be interested in following it up and in using some of the 

ideas that have been discussed. 
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If the meeting is to be.foilowed by a practice period at: a leter 
dete, instructions should be- given in regard to it. 
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| Hand out and discuss the sheet on probiem situations. 
Hand cut and discuss tne outline for presenting a problem. . 
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‘ | 
Hand cut an extra copy of Extension Farm Labor Circular 37. 


pom 


re ee et mere ae an oa ee en nee en eee ne a a 0 i nn eh a mn gn ea 


ge — eek 


